SKILLS CODES

1. Every occupation has its own skill code, ie. – 

Mechanical Engineer – series 0830 – basic skill BPR

2. If a series needs to be broken down further, you add sub shreds such

     as:



Aircraft Systems – ACS

3. And a third sub shred would be:

      
Configuration Management – CFM

4. Each of the above would be explained on your Career Brief with (to the left) skill 1: BPR and in the middle, clear text of Mechanical Engineer, and to the right the percentage of time doing this particular portion: )Percentage 1: 50) – meaning the first (skill 1) was 50% of the time.

5. When a folder comes through the classification office as a new hire, the only thing we have to go by is the resume that was submitted for the job.  This normally is short and does not truly explain what was accomplished in the job.  In this case, the person coding this folder would send a letter requesting further information such as: 

a. Month and year the position began, and month and year it finished

b. Percent of time on each portion of the job 

c. Whether they were a supervisor and what they did to qualify for that

d. More descriptive explanation of the work experience

e. Where Military information is needed, separate each duty station because your work experience might not necessarily be the same.  Be sure to include the month/year assigned and month/year completed.

f. Any information that would help the coder to give as much credit as possible.

6. Normally, 14 days is given to the employ to return this information to classification so that the folder can be coded.  If we do not hear from the person within this time, a note is made in the folder with a copy of the letter, and the folder is forwarded to training so that they can input their information.  The longer a folder is held, the more time it takes each area to do their part.  If you received a letter, and you know you will be TDY or on leave, let us know.  We’ll give you an extension.  

7. Only 1 skill code and 2 sub shreds can be given on each experience equaling 100%, so be sure to indicate your most important qualifications first.

8. We can not change the skill codes that are on your official Position Description without going through the classifier.  Whatever is written on the PD, is coded in your record.

9. If you feel you have done other than what is indicated on your PD, you can submit an SF172 or an OF612 to get that information into your record.  This will be discussed at a later date.

10. Our office number is: 7-2279.  This person will be able to refer you to the proper area.  Each classifier/assistant has certain organizations that they service.  My number is: 7-7067, and I would be happy to help you in any way that I can.  If I don’t know the answer, I’ll try to refer you to the person who does. 

